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Subchapter I — General Provisions

HFS 52.01 Authority and purpose. This chapter is pro-
mulgated under the authority of s, 48.67, Stats., to ensure that resi-
dential care centers for children and youth protect and promote the
health, safety and welfare of residents, respect the rights of indi-
vidual residents, provide the most appropriate conditions possible
for each resident, help each resident develop socially acceptable
patterns of behavior, develop resident treatment plans consistent
with the state’s permanency planning policy to support the integ-
. tity of the family, and help each resident return as quickiy as pos-
sible to his or her family or attain another placement providing
long-term stability.

History: Cr. Register, February, 2000, No. 530, eff. 9-1-{0,

HFS 52.02 Applicability. (1) Scope. This chapter
applies to the department, to applicants for a license to operate a
residential care center for children and youth and to all licensed
residential care centers for children and youth, except as provided
in s. HFS 52.57 for type 2 residential care center programs, in s,
HFS 52.58 for short—term programs and in s, HES 52.59 for
respite care services programs.

(2) BxcepTions. (a) The department may grant an exception
to a nonstatutory reguirement of this chapter if the department
determines that the exception will not jeopardize the health, safety
or welfare of any child or young adult served by the center. A
request for an exception shafl be made in writing. The request
shall justify the exception and describe the afternative provision
that meets the intent of the requirement.

Note: A request for an exception to a requirement of this chapter should be sent
to the licensing representative of the Department’s Rivision of Children and Family
Services, See Appendix D for the address of the field office for your area.

(b} The department may impose one or more specific condi-
tions on any exception granted under this subsection to protect the
health, safety or welfare of residents, Violation of a condition is
a violation of this chapter.

History: Cr. Register, February, 2000, No. 530, eff. 9-1-00.

HFS 52.03 Definitions. In this chapter:

[

(1) “Aftercare” means follow-up services provided to a
young person after he or she is discharged from a center.

(2) “Center” means a residential care center for children and
outh,

d Note: Residential care centers for children and youth were formerly catled child
care institutions {CCIs} and in ch, 48, Stats,, are referred to as child welfars agencies,

(3) “Child—placing agency” or “placing agency” means any
agency that is required to be licensed under s. 48.60, Stats., and
ch. HES 54, to place children into adoptive homes, foster homes
or group homes, to accept guardianship of children or to license
foster homes, or a county department with powers and duties as
defined under s. 48.57, Stats., the department or the Wisconsin
depatrtment of corrections or any other lawful placement author-
ity. ]

{4) “County department” means a county depariment of
social services under s. 46.21, 46.215 or 46.22, Stats., or a county
department of human services under s. 46.23, Stats.

~ {5) “Department” means the Wisconsin department of health
and family services.

(6) “Full-time staff” means a center staff member who works
40 or more hours per week in the same staff position or 2 or more
part—time staff members who together work in the same staff posi-
tion 40 or more hours per weck.,

{#) “Guardian” means a person appointed by a court under ch.
880, Stats., to have the dutics and authority of guardianship
described under s. 48.023, Stats., or ch. 880, Stats., or as defined
under s. 938.02 (8), Stats.

(8) “HealthCheck provider” means a provider of health
assessment and evaluation services certified under s, HES 103,37
D @.

{9) “Informed consent” or “‘consent” means signed written
consent which is voluntary and based on understanding by a per-
son 18 years of age or older or a minor resident as provided under
law who is competent and who understands the terms of the con-
sent, and as otherwise provided under law by the resident’s parent,
guardian or legal custodian or as provided under a court order or
other lawful authority.

(10) *‘Legal custodian™ has the meaning specified in 5, 48.02
(11), Stats,, or in s, 938.02 (11), Stats,

(11} “Legal custody” has the meaning specified in s, 48.02
(12}, Stats., orin s, 938.02 (12), Stats.

Register, December, 2000, No, 540
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(12) “License” means written permission of the department
for a center to operate, consisting of a license certificate which
shows the location of the center, identifies the licensed premises
and lists licensing provisions, and a licensing letter of transmittal
that includes any special conditions.

(13) “Licensee” means the person, parmership, sole propri-
etorship, corporation or other legal entity to which a license is
issued under this chapter and which has final responsibility and
authority to operate the center.

(14) “Licensing representative” means a department
employee responsible for licensing residential care centers,

{15) “Medical assistance” means the assistance program
operated by the department under ss. 49.43 to 49.497, Stats., and
chs. BES 101 to 108.

(16) “NFPA” means the National Fire Protection Associa-
tion.

(17) “Parent” has the meaning specified in s, 48.02 (13),
Stats,, or in s, 938.02 (13), Stats,

(18) “Permanency plan” means a plan reqmred under s. 48.38
(2}, Stats., that is designed to ensure that a child placed in a resi-
dential care center is reunified with his or her family whenever
appropriate, or that the child quickly attains a placeinent or home
providing long-term stability.

(19) “Physician™ has the meaning prescribed in s. 443.01 (5),
Stats.

{20) “Professional” means a person who is a Wisconsin certi-
fied alcohol or drug abuse counselor or a person with at least a
bachelor’s degree from an accredited college or university who
has specialized training to do therapy or counseling or to provide
other treatment services or a social worker licensed under s,
457.08,Stats.

(21) “Psychiatrist” means a physician licensed under ch. 448,
Stats., to practice medicine and surgery who has satisfactorily
completed 3 years of residency training in psychiatry or child psy-
chiatry in a program approved by the accreditation council for
graduate medical education and is either certified or eligible for
certification by the American board of psychiatry and neurology.

(22) “Resident” means a person placed while under 18 years
of age or a person placed when 18, 19 or 20 years of age and under
juvenile court jurisdiction or a person under age 18 and placed
under a contract or agreement with a parent or guardian or placed
under a court order, who was admitted to and resides in a center.

(23) “Residential care center for children and youth” or “cen-
ter” or “RCC” means a residential facility required to be licensed
as a child welfare agency under s. 48.60, Stats,, that provides
treatment and custodial services for children, youth and young
adults ages 18, 19 or 20.

(24) “Staff person” means a person who is either employed by
a center or under confract for a center to perform the functions
identified in s. HFS 52.12 (1) (&) or (2) (i).

(25) “Treatment plan” means a written plan of services to
meet the specific freatment goals and needs of an individual resi-
dent.

(26) *“Type 2 residential care center” means a center desig-
nated by the department of corrections as a type 2 child caring
institution that is approved by the department to operate under its
residential care center license to provide care and maintenance for
juveniles who have been placed in the residential care center
under the supervision of the department of corrections or a county
department under s. 938.34 (4d), Stats.

(27) “Type 2 status” has the meaning specified under s.
938.539, Stats., and includes the status given by the courtf'fo a
youth who is placed by the court in a type 2 residential care center

History: Cr. Register, February, 2000, No. 530, eff, 9-1-00,
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Subchapter II - Administration

HFS 52.11 Licensee responsibilities. A licensee shall
protect and promote the health, safety and welfare of children,
youth and young adults served and meet all applicable require-
ments under this chapter. If this chapter does not specify who
should complete a task or function, the licensee shall make the
necessary arrangements to achieve and maintain compliance. The
Ticensee shall do all of the following:

(1) TABLE OF ORGANIZATION. Maintain an up—to—date table of
organization showing the center’s administrative and staffing
structure with position titles and lines of authority.

(2} STAFFING SCHEDULE. Maintain an up—-to—date staffing
schedule showing usual staffing patterns for each day of the week
for all staff who work with residents and for all staff responsible
for the administration of center operations.

(3) OprrATION OF CENTER. (a) Operate the center in accor-
dance with the provisions of the center’s license and in com-
pliance with this chapter.

(b) Comply with all applicable federal, state and local laws as
determined by those authorities.

(4) NOTIFICATION OF DEPARTMENT. (a) Notify the department
in writing within one week after there is a change in the person fill-
ing the center director position.

(b) Notify the department in wiiting before making any gen-
eral change affecting center organization, administration or
operation or in the center’s treatment program as described in the
center’s program statement and operating plan under s. HFS 52.41
(1). A general change is one that affects the overall structure of
how a cenier is organized, administered or operated or in how a
treatment programi or approach is delivered.

(c) Notify the department in writing and receive approval from
the department before serving a resident population that has dif-
ferent needs or disabilities than the resident population described
in the agency plan under s. HFS 52.41 (1) (a) 3.

(5) BONDING OFCERTAIN BMPLOYEES. Carry a bond on any staft
person who has access to the center’s financial accounts and on
persons permiited to sign checks or manage funds.

(6) FINANCIAL MANAGEMENT. Hstablish rates according to
department budget instructions and guidelines, amange for an
annual audit report for the center from an independent certified
public accountant in accordance with s. 46,036, Stats,, and that is
acceptable to the department and, on request of the department,
provide the department with center financial records.

(7) CoMMUNITY ADVISORY COMMITTEE. Make a “good faith
effort” to establish and maintain a comnrunity advisory commit-
tee, pursuant to s, 48.68 (4), Stats.

(8) MEETING WITH THE DEPARTMENT. Meet with the depart-
ment at the department’s request, ,

(9) KEEPING COPIES OF WRITTEN COMPLAINTS, GRIEVANCES,
Keep copies of all written complaints and grievances received
under ss. 48.745 and 51.61, Stats., and reports of investigations
made and of resolutions of complaints and grievances.

(10) NOTIFICATION OF PARENTS AND DEPARTMENT RELATED TO
RESIDENTS. (a) Notify a resident’s parent or guardian, legal custo-
dian, placing person or placing agency and the department as soon
as possible of any injury reguiring the resident’s hospitalization or
causing the death of the resident or relocation of the resident off
center licensed premises or any reported incident of abuse or
neglect under s. 48.981, Stats.

(b) Report to the department on a form prescribed by the
department within 24 hours after the death of a resident when rea-
sonable cause exists to believe that the death was related to the use
of a physical restraint or a psychotropic medication or was a sui-
cide, as required under s. 48.60 (5) (a), Stats.
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(11) FirE rEPORTING. Notify the department as soon as pos-
sible of any fire that requires the services of the fire department
or incidents which require police intervention.

{12) INCIDENT REPORTING. Provide a report in writing to the
department describing the events leading up to and including the
occurrence of any incident under sub. (10) {a)or {11}, within 48
hours after occurrence of the incident, The center shall retain a
copy of the report.

{13} FILING PLAN WITH DEPARTMENT BEFORE CLOSING, When
the center is being closed, notify and file a plan with the depart-
ment at least 60 days before the closing date for the placement of
center residents. The plan shall include procedures for terminat-
ing operations and time limits for notifying parents or guardians
and county departments or other agencies responsible for the resi-
dents in care. :

(14) OTHER NOTIFICATIONS AND REPORTING REQUIRED .BY
DEPARTMENT. Comply with all other notifications and reporting
the department determines appropriate such as for an incident
involving the death or serious injury of a resident, a serious inci-
dent involving law enforcement, a reported incident of child abuse
or neglect, a suicide attempt by a resident or a medication error
adversely affecting a resident.

(15) LI1ABILITY INSURANCE COVFRAGE. Carry general and pro-
fessional liability insurance coverage with Hmits of not less than

'$250,000 per person, $500,000 per occurrence for bodily injury

and $100,000 for property damage.

{16) COMPLIANCE WITH PROGRAM STATEMENT AND OPBRATING
PLAN. Follow all policies and procedures in the center's program
statement and operating plan under s. HES 52.41 (1) and as other-
wise required in this chapter or required by the department to ful-
fill the intent of this chapter.

(17) COMPLIANCE WITH CAREGIVER BACKGROUND CHECK LAW,
Ensure that the center complies with ch. HES 12, relating to back-
ground information checks on persons who will have access to
center residents, and not hire, confract with or otherwise retain a
person to work in any position where the person would have
direct, repular contact with residents, if the person because of a
specified past action is prohibited from working with residents.

Note: Wake all notifications to the Department required under this subsection and
send all reports and plans required under this subsection to the appropriate field office
of the Divisien of Children and Family Services listed in Appendix D,

Histery: Cr. Register, February, 2000, No. 530, off. 9-1-00.

HFS 52.12 Personnel. {1} StarFNG, (a) A center shall
have all of the following personnel:

1. A director emplojied by the center who is responsible for
center operations,

2. Ore or more social work case work supervisors responsible
for assessment and supervision of case work, service coordination
and case management activities of resident services case manag-
ers through resident treatment planning reviews, case staffings
and treatment record reviews.

3. One or more resident services case managers responsible
for individual and group counseling of residents and individual
counseling of residents and their families along with case work
efforts involving residents and their families in planning, imple-
menting and coordinating services and resources.

4, One or more resident care worker supervisors responsible
for supervising and assessing resident care workers as they inter-
act with residents and provide for the day—to—day care and super-
vision of residents.

5. One or more resident care workers responsible for direct

care, nurturing and supervision of the residents.
6. Staff responsible for the center’s recreation program,

7. Staff responsible for educational sexvices when the center
has an on-grounds education progran.

HFS 52,12

(b} A center shall have the following services available for res-
idents, either provided by professionals on staff or under agree-
ment with prefessionals who are consultants for the center:

1. Health care needs assessment and supervision of the deliv-
ery of center health care services by a physician.

2. Dental care needs assessment by a dentist.

3. Services of a psychologist licensed under ch. 453, Stats.,
or a psychiatrist.

4, Services of other appropriately qualified professionals
such as speech communication or hearing impairment specialists
or occupational or physical therapists as necessary to carry out
resident treatment plans.

(c) The work schedule of a resident care worker shall:
1. Specify the worker’s routine and regular hours.

2. Not allow for the regular scheduling of more than 40 hours
of direct care responsibilities with residents each week, exciusive
of resident sleeping time, or more than 50 hours per week exclu-
sive of resident sleeping time when the resident care worker is
covering for sick leave, vacations, resignations or ferminations of
other staff.

3. Alow each resident care worker working longer than an 8
hour shift to have at least 15 minutes of free time during each addi-
tional 2 hour period.

(2) StAre QUALIFICATIONS. Staff hired or contracted for on or
after September 1, 2000, to carry out the responsibitities under
sub. (1) (a) shall have the following qualifications:

(a}) The center director under sub. (1) (a) 1. shall be an
employée of the center, have a bachelor’s degree from a college
or university in business or public administration or a social or
behavioral science or in a social services or human services field
and have 2 years of successful related work experience in admin-
istration or supervision.

(b) The social work case work supervisor under'sub, (1) () 2.
shall be an employee of the cenfer, have a master’s degree in social
work from a school of social work or in a behavioral science with
2 years of supervised work experience in a family or child welfare

" agency, have experience in working with the kind of populations

the center serves and provide evidence of supervisory knowledge
and skills. '

(c} The resident services case manager under sub. (1) (a) 3.
shall have education and experience which are specifically related
to the clent population to be served. That education and experi-
ence shall consist of the following for the type of population
served:

1. Under this subdivision social or behavioral science field
includes a degree in social work, sociology, psychology, speech
commtunication or special education with certification for emeo-
tional disturbance or learning disabilities. For work with residents
who are receiving services primarily for correctional aftercare or
emotional disturbance, the resident services case manager shall
have one of the following qualifications:

a. A master’s degree in a social or behavioral science field
with field work experience or employment experience working
with children or families. -

b. A bachelor’s degree in a social or behavioral science field
and either 2 years of employment experience in human services
counseling involving children and families or at least 500 hours
of supervised family or child contact therapy hours.

2. Under this subdivision a social or behavioral science field
includes a degree in those fields specified under subd. 1, For work
with residents who are receiving services primarily for alcohol or
drug problems, the resident services case manager shall have one
of the following qualifications:

a. A bachelor’s degree in a social or behavioral science field
and Wisconsin certification as an alcohol and drug counselor or

Register, December, 2000, No, 540
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meeting the qualifications of a registered alcohol and drug coun-
selor I from the Wisconsin alcohol council certification board,

b. An advanced professional degree in a sociaf or behavioral
science field from a college or university with at least 6 credits in
courses offering content in alcohol and drug abuse treatment and
counseling practicum or field experience.

¢. A bachelor’s degree in a social or behavioral science field
from a college or university and 6 credits in courses offering con-
tent in alcohol and drug abuse treatment and counseling practicum
or field experience.

d. A bachelor’s degree ina social or behavioral science field
from a college or university and 2 years of experience working
with children in alcohol and drug abuse counseling,

3. For work with residents who are receiving services primar-
ily for a developmental disability, the resident services case man-
ager shall have the following education and experience qualifica-
tions:

a. A degree in a social or behavioral science field. Under this
subparagraph a social or behavioral science field includes a
degree in social work, sociology, psychology, speech commu-
nication, speciat education, physical therapy or occupational ther-
apy. )

b. Specialized training or one year of employment experience
in treating or working with developmentally disabled persons.

(d) The resident care worker supervisor under sub, (1) (a) 4.
shall be an employee of the center and meet one of the following
qualifications:

1. Possess the qualifications described under par. (c) for
working with the type of population served.

2. Have 3 years of experience in public or private institutional
child care for the type of population the center serves, and have
one year of experience as a supervisor or satisfactory completion
of at least one course for credit in supervisory skill development
and personnel management or have 40 hours of documented in—
service training involving supervisory skill development and per-
sonnel management.

3. Have 2 years of experience in licensed institutional child
care and be certified as a child and youth care worker meeting
standards of the national organization of child and youth care
* workers association.

(e) A resident care worker under sub, (1) (a) 5. shall be an
employee of the center, have a high school diploma or equivalent
and be at least 18 years old and at least 2 years ¢lder than the oldest
resident. The resident care worker shall also meet one of the fol-
lowing qualifications:

1. Have a bachelor’s or associate degree from a college or uni-
versity with a focus on child and youth care work or in a social or
behavicral science field.

2. Have at least one year of successful experience working in
arecognized child welfare residential setting for the type of resi-
dent population served by the center. -

3, Be certified as a child and youth care worker under the stan-
dards of the national organization of child and youth care workers
association or other department-recognized certifying authority,

4. Have completed a supervised traineeship program under
sub. (3) (g).

{f) A person under sub. (1) (a) 6. responsible for center recre-
ational programming under s. HFS 52.41 (4) shall meet the quali-
fications of a resident care worker under par. {¢) and have demon-
strated proficiency and at least 3 months experience conducting
activities in one or more recreational program areas appropriate
for populations served by the center.

(g) Education staff under sub. (1) {a) 7., shall meet Wisconsin
department of public instruction qualifications for the students
served.

Register, December, 2000, No. 540
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(h) Each staff person working for a center shall, where a col-
lege or university degree is required under this subsection, have
the degree from an accredited college or university.

Notfe: For a lst of accredited institutions of higher education in the Midwest, see
“NCA CQuarterly — Accredited Institutions of Post-Secondary Education” available
from the North Ceniral Associates of Colleges and Schools, 159 North Dearbom St.,
Chicago, 1llinois 60601,

(i) A center that hires or contracts for staff not identified under
sub. (1) (a) having direct care or service involvement with resi-
dents shall, for those staff, also meet the requirements for employ-
ment applications under sub. (3), job descriptions and standards
and confidentiality notification under sub. (4), staff training under
sub, (5), staff supervision under sub. (6), child abuse and neglect
reporting under sub. (9) and personnel records under sub. (10).

(3) EMPLOYMENT APPLICATIONS AND GENBRAL QUALIFICATIONS.
(a) Before a center hires or contracts for any new staff, the center
shall verify and document the qualifications of applicants consid-
ered for employment or service,

(b) A center shall require an applicant for employment to com-
plete and sign an application form. From the required application
materials, the center shall obtain:

I. The names of 2 persons not related to the'prospective staff
person who can vouch for the good character of the prospective
staff person. )

2. Bmployment references. The center shall verify that the
applicant was employed by persons listed as employers during the
past 5 years.

3. A completed HFS 64 background information disclosure
form and background record checks as required under s. 48,685,
Stats., and ch. HES 12,

4. Educational background information.

{c) Upon receipt of an application, a cenler shalf check refer-
ences either by letter or phone and shall document the date of con-
tact, the person making the contact and the person contacted and
shall summarize the conversation concerning the character and
experience of the person that would permit a judgment to be made
about hiring or contracting, and what the relationship of the refer-
ence is to the prospective staff person or how the reference knows
that person.

(d) The center shall comply with the background records
check provisions under ch. HES 12 for the hiring or contracting
of center staff who will have access to residents, including, as
applicable, not hiring or contracting with a person to work in any
position where the person would have direct, regular contact with
residents if the person answers “yes” to any question on the HFES
64 background information form which would bar that person,

Note: Refertos, HES 52,62 (1), General Conditions for Approval of License, with
regard to the applicant or licensee being found fit and qualified to provide care to chil-
dren and youth. -

(e) A center shall require that each staff person before working
with residents present a statlement from a physician covering at
least the areas included in department form CES 384 indicating
that the staff person does not have a communicable disease, illness
or disability which would interfere with the staff person’s ability
to work with or care for residents.

(f) All staff shall have the ability and emotional stability to
carry out their assigned functions and duties. Center staff whose
behavior or mental or physical condition gives reasonable con-
cern for safety of residents may not be in contact with residents in
care. If, at any time, a center suspects or has reason {o believe that
the physical or mental health of a center employee or other person
on the premises may pose a threat to the health, safety, or welfare
of a resident in care, the center shall require an alcohol or drug
abuse assessment or a physical or mental health evaluation of the
person.

(4) JoB DESCRIPTIONS AND STANDARDS. A center shall provide
each new staff member under sub. {1} {a) or (2) (i) with all of the
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following materials and place copies dated and signed by the staff
member in the staff member’s personnel record:

{a} A job description specifying the staff member’s roles and
responsibilities,

(b) Individual performance standards, inchiding expected staff
conduct toward residents,

(c} A copy of a department form for reporting suspected child
abuse or neglect.

(d) A statement calling attention to requirements under s.

48.78 or 938,78, Stats., aud s. 51.30, Stats., for maintaining resi-
dent confidentiality.

{5) STAFFTRAINING. (a) Approved by department. Atthe time
of initial licensure and every 2 years thereafier, a center, prior to
implementing training required under this subsection, shall sub-
mit to the department, for approval, a description of the process
and content of orientation and initial training, including the num-
ber of iraining hours for all new staff who work with residents and
a plan for establishing and meeting ongoing training needs for all
staff who work with residents.

(b) Orientation. Before a new staff member is permitted to
work independently with residents, the center shall provide orien-
tation training for the new staff member covering at least all of the
following areas:

1. Overall center philosophy and program goals,

2. Organization and management of the center, including
administrative procedures.

3. The nature of residents’ emotional and physical needs.

4. Bxpected staff conduct toward residents, expected resident
conduct, the center’s house rules for residents required under s.
HES 52,42 (3) (f) and center behavior management techniques.

5. Observing and reporting resident behavior.
6. Resident rights and grievance procedures,
7. Identification and reporting of child abuse and neglect.

8. Laws on confidentiality of personally identifiable informa-
tion.

9. Center procedures for reporling missing persons.
10, Fire safety and evacuation procedures.

11, Emergency medical procedures and center emergency
securify measures and procedures.

12. Sanitation and hygiene practices including the nature,
causes, fransmission and prevention of hepatitis B, human immu-
nodeficiency virus (HIV) and acquired immunodeficiency syn-
drome (AIDS) and the legal, social and psychological aspects of
those conditions,

(¢) Initial training. A center shall document that a new staff’
member who works with residents has already received training
in the following areas or the center shall provide at least 40 hours
of training covering those subjects within 6 months after the staff
member begins work at the center:

1, Developmental care,

2, Creating a therapeutic milieu,

. Human sexuality.

. Teamwork.

. Working with groups.

. Crisis intervention.

. Family relationships and the impact of separation from the
family.

8. Suicide prevention, including identification of signs and
cenfer response measures.

9. Fire safety and evacuation, with training provided by a
Wisconsin vocational, technical and adult education college.

10. Sensitivity to racial and cultural differences among resi-
dents.

o oth B
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(d) Working with monitor. A newly hired resident care worker
who meets one of the qualifications under sub. (2) (¢} 1. t0 3. may
not assume independent responsibility for residents until complet-
ing 80 hours of work with residents during which assistance and
guidance is provided by an experienced center resident care
worker.

(e} Educational program orientation. A center shall provide
orientation training on the center’s educational program required
under s. HES 52.41 (1) (b) to center staff responsible for resident
educational services before staff prowde those services to resi-
dents.

(f) Continuing training. A center shall provide or amrange for
continuing training for staff so that staff competencies necessary
to meet the needs of residents are maintained and enhanced. The
center shall do all of the following:

1. Determine continuing training needs through staff perfor-
mance reviews and assessments.

2. Provide or arrange for at least 24 hours of continuing train-
ing annually for every staff member working with residents,

‘Training provided or arranged by the center under pars. (b) and {c)
.may be counted towards the required 24 hours of annual training

but not training received by a staff member from a previous
employer.

(g) Traineeship. 1. The center shall establish a traineeship for
a new resident care worker who is not otherwise qualified under
sub. (2) (e} 1. to 3. The trainee shall be required to work with an
experienced resident care worker for at least the first 160 hours of
work with residents.

2. When a traineeship program required under sub. (2) () 4.
has been completed, the center shall note this in the resident care
worker’s personnel record. Documentation shall include the
beginning and ending dates of the traineeship, the name of the
experienced staff member who worked with the trainee and
assessment of the sirengths and competencies of the resident care
worker by the resident care worker supervisor.

3. If, as part of the traineeship, the topics under sub. {5) {c) are
covered, this training may be counted {owards meeting the
requirement under sub. (5) (c).

(h) Documeniation of training. A center shall document in
each staff member’s personnel record all orientation and training
received by the staff member. Documentation shall include dates
of training and who provided the training.

{6) Starr supemvisioN. (a) A center shall provide for
appropriate supervision of staff as follows:

1. There shall be at least one full-time equivalent social work
case work supervisor as described under sub. (1) (a) 2. for no more
than 8 full-time resident services case manager staff under sub.
(1) {a) 3.

2. There shall be at Ieast one full-time equivaleént resident
care worker supervisor as described under sub. (1) (a) 4. for no
more than 8 full-time equivalent resident care workers under sub.
(1) (@) 3.

3. The center director or professional designee shall supervise
the remaining staff and consultant and service staff under subs. (1)
and (2) (i).

4, The center director shall ensure that when a supervisor is
absent, each staff member supervised by that person knows 10
whom he or she reports.

(b) Staff supervision shall include both of the following:

1. A written performance review and assessment of a staff
member af least once in the staff person’s first 6 months with the
center and annually thereafter.

2. Filing a copy of the performance review and assessment
and any written response of the staff person to it in the staff per-
son's personnel record.
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(7) VOLUNTEERS AND STUDENTINTERNS. A center that accepls
unpaid college students on field placement or volunteers {o pro-
vide services to residents shall do all of the following:

{a) Verify the individual’s qualifications to work with residents
through character reference checks and background verification
and a signed statement under sub. (3) (b) and (c), a caregiver back-
ground records check under sub. (3) (d) and a phys101an s state-
ment under sub, (3) ().

(b) Maintain a list of volunteers and students on field place-
ment working in the center and have a written description of the
jub responsibilities of each. The center shall provide a copy of 2
particular student's or volunteer’s job responsibilities to the stu-
dent or volunteer. The description shall include the following:

. A statement of the purpose of the student’s or volunteer’s
involvement, role and responsibilities.

2. Identification of & staff member meeting, at minimuom, the
requlrements under sub. (2) for a resident care worker who will
supervise the student or volunteer.

3. Andindication of the extent to which the student or volun-
teer will be able to contribute to development of a resident’s ser-
vice plan or plan progress reviews.

(c) Orient students and volunteers on subjects listed under sub.
(5) {b) before permitting them to work with residents.

{d) Have each student or volunteer sign a department—pro-
vided statement acknowledging the student or volunteer’s respon-
sibility for reporting any suspected child abuse and neglect under
sub. (9) and for maintaining confidentiality of resident record
information in accordance with s, 48.78 or 938,78, Stats and s.
51.30, Stats.

{e) Maintain a personnel record on'each student and volunteer.
The record shall contain the documentation required in this sub-
section. The center shall maintain the record for 5 years after last
date of service.

(f) Follow a policy of not using volunteers or students to
replace staff required under sub. {1).

(8) EXTERNAL PROFESSIONAL SERVICES, (a) A center may con-
tract for or otherwise arrange for professional services not pro-
vided by the center when necessary for implementation of a resi-
dent’s treatment plan, If a center does contract for or otherwise
arrange for external professional services, the center shall de all
of the following:

1. Maintain a list of all external professional service provid-
ers.

2. Require that each external professional service provider
have the appropriate license or certification.

3. Require that each external professional service provider
provide written reports to the center on the resident’s progress.

(b) A center arranging for an outside specialist or consultant
to treat or advise about treating a dysfunctional behavior or condi-
tion of a resident shall notify the child’s placing person or agency
in writing if the outside specialist or consultant states that the resi-
dent needs foilow—along and support services. The center shall
inform the placing person or agency of specialist or consultant
recommendations for the resident including the needs, types of
follow—along or support services and the amount of recom-
mended time needed for those efforts. Center staff shall document
the recommendations and notification in the resident’s {reatment
record,

{9) CHILD ABUSE AND NEGLECT REPORTING. (@} A center shall
at alf times protect residents from abuse or neglect.

{b) A center shall require each staff member, student intern and
volunteer to read and sign a statement provided by the department
which describes the individual’s responsibility to report suspected

child abuse or neglect as required under s. 48,981 (2) and (3),
Stats.
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(c) A center shall have written policies and procedures for
reporting to the appropriate local county social or human services
department or law enforcement agency when there is reasonable
cause to suspect that a child has been abused or neglected. The
policies and procedures shall include:

1. Notifying the child’s placing person or agency and the
department licensing representative of possible abuse or neglect
and the basis for that suspicion.

2. Meeting reporting requirements in s. 48,981 (2) and (3},
Stats. _

3. Prohibiting imposition of a sanction or any reprisal against
a person for reporting suspicion of child abuse or neglect.

(d) When child abuse or neglect is reported, the center shall
take necessary steps to protect the resident until a finding is made.

(10) PERSONNEL RECORDS. (8} General personnel records. A
center shall maintain a personnel record for each staff member
under subs, (1) {a) and (2) (i). The record shall contain, at mini-
mum, the following information:

1. The staff member’s application for employment under sub.
3 ®.

2. Copies of the staff member’s job description and the perfor-
mance standards and conduct expectations relating to that job
required under sub. (4) (a) and (b).

3. Documentation of information obtained from a staff mem-
ber’s references required under sub. (3) {¢).

4. The departmeni-prescribed background information dis-
closure form, signed as required under sub, (3) (d).

5. A history of the staff member’s employment at the center,
with starting and ending dates for each position.

6. A copy of the signed department form under sub. (4) (c) for
reporting suspected child abuse and neglect,

7. A copy of the background records checks required under
sub. (3) (d).

8. A copy of the statement under sub. (4) (d), signed by the
staff member, about the need to maintain confidentiality of per-
sonally identifiable information about residents,

9. Copics of completed performance reviews and assess-
ments under sub. {6) (b).

10. A description of training received under sub. (5) (h).

11. Authorization to administer medications, if applicable, as
required under s. HES 52.46 (2) (a) 3.

(b} Health record. A center shall separately maintain a health
record for each staff member containing health history, any physi-
cal or mental health evaluation under sub. (3) (f) and the physi-
cian’s statement required under sub. (3) {e).

(c) Retention. A center shall maintain the personnel file of
cach staff member for 5 years after the date on which the staff

member terminates employment with the center.
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HFS 52.13 Administrative records. (1) Typres oF
RECORDS. A licensee shall assembie and maintain all of the follow-
ing administrative records:

(a) A document describing the governing structure of the cen-
ter and, if they exist, the charter, articles of incorporation and by--
laws of the governing body.

{(b) The names and positions of persons authorized to sign
agreements and submit official documentation concerning the
center to the department,

{¢) The table of organization and staffing schedules for the cen-
ter as required und